ELECTRONIC REGISTRAR ONLINE

Frequently Asked Questions by Users

(Updated in August 2010)

QUESTIONS Page

1. Whatis my User ID and PIN number for eSchools? 2
r .-."i:’.-..'u.,-. .'1.!:(:,:—!7:',‘.?!'.;' By x|
JB Floase chisck your 1D and PIN Snd ne-entr 2-3
2. When I try to log in to eSchools | get an error message.
3.  How do I register for a course offered for WCPSS employees? 4-5
4. How do | find a specific course when | don't know the course code or session
6
reference number (SRN)?
5. What if I have tried everything and | still can't find a specific course on 6
eSchools?
6. What workshops in eSchools will meet the new “Academic Subject .
Area/Teaching Strategies” credit requirements for renewing my license?
7. I need to earn some Reading Credit. What workshops can | take? 8
8. How can | verify that | am registered for a course? 8
9. I completed a workshop and it still isn't showing up on my transcript in eSchools. 9
What should | do?
10. When will credit be awarded for a workshop | attended? 10
11. Iwantto lead a workshop at my school. Should I turn in a “Course & Session 10
Proposal Form” to the Office of Professional Development at Crossroads?
12. Ijust attended a workshop offered outside of WCPSS (e.g. Nortel, NCAE, 10
NCAT, DPI, etc.) How can | get the credit listed in my eSchools transcript?
13. I just started teaching in WCPSS. | earned professional development credits in
my previous district. Can | get these credits entered on my transcript in 11
eSchools?
14. Ijustfinished a class at a university/college. How can | get the information 12
entered onto my eSchools transcript?
15. I'm leaving my job with WCPSS and need a copy of my transcript. Who can 12
send it to me?
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FAQ from Users

QUESTIONS | ANSWERS

1.  What are my User o] User ID = Your 6-digit

ID and PIN number for
eSchools? WCPSS employee
number

N Ty

to the : nic R ., Online

«| Ifyoudon't know your Employee #, check with your lead secretary

)) Wake County Public School System {If this is not your district. click hee.)

{ ? or call the HelpDesk at 4-5700, then press 1.

Login Don'thave a PINT | Eorgot your PINT

4 (]
e Log in for
P | eSchools I j
‘ PN

e M s Aol

PIN = Default is set to the
last 4 digits of your S5#.

You may change your PIN
after you log in to eSchools.

2.  Whenltrytologin | 1. Check your User ID: Be sure you are using the correct User ID (Itis

to eSchools | get an the 6-digit Employee # that you use to check your paystub on the

error message: Internet.) If you don’t know your User ID #, ask your lead secretary or

Windows Internet Explorer_ [X| call the HelpDesk at 4-5700 then press 1 and ask them for your
Employee #.

ﬁ Please check your ID and PIN and re-enter,
2. Check your PIN number. If you can’t remember it, click on the "Forgot
your PIN?" link at the login window.

electronic

WAKE COUNT

PUBLIC SCHOOL SYSTEM

ONLINE

What do | do?

Bookmark this page Click here to have
your PIN e-mailed

Welcome to the Electronic Registrar Online directly to you

Wake County Public School System (If this is not you

o
PIN

Login Don't have a PIN? | Forgot your PIN? 3
+

Lagin

Rt N N J\WW

Enter your User ID and click on the Email PIN button.

o Frrmmem T g
o —

.!'. s -.'-'___/-._ _,"_ ar g, \, e PR .
.___3{ Enter ID and click Email PIN to have your PIN emailed to you. B
o
‘“) ID[essses Email PIN

Type in your 6-digit WCPS5
employee |D number.

Click on the Email PIN button.
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chrowne@wopss neth

e |
If you mis-typed your USER 1D #, then the e-mail
address here will not be yours. Don't worry!
They did not get your PIN sent to them - they got
THEIR PIN sent to them.

Try again - and type more carefully!

Within 5 minutes you will receive an e-mail message to your
jdoe@wcpss.net address with your PIN.

- T
@ ¥ Mew - &=l Reply - @Replymml - [ Forward - = [[} - Markig
Tiho Subject }
L8 EROAdmin

PN Review e-mail Message

3. If you are a new WCPSS employee, wait for 1-2 weeks after you are
an active employee. Profiles in eSchools are created AFTER YOUR
POSITION HAS BECOME ACTIVE. (For example: If you are “hired” in
June but will not begin your teaching position until the first day of school
in August, your eSchools profile will not be active until AFTER you
actually begin your job.).
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QUESTIONS | ANSWERS

3. How do I register for
a course offered for
WCPSS employees?

NOTE: eSchools is available on the INTERNET. You can access
it from any computer that is connected to the Internet.

Log in via the WCPSS Internet at www.wcpss.net

1. In the left column, click on Staff - then eSchools

&

PUBLIC SCHOOL SYSTER{#EE

Calendar and Magnet School
Period Starts Feb. 8

January 21, 2010 - The applicatio
Wake County Public School Syste
magnet schools will open Feb. 8 a
Feb. 28. Read More...
*

Schools ¢ Jobs ¢ Parenis ¢ FAQs ¢ Formsi
Important Information i
Calendars »

Closings and Emergencies

Coming Events » .
En Espariol

About Wake Schools Dates Set for Year-Round Communit

Engagement Meetings

Board of Education

=Y

More than 50 WCPSS Teachers Earrl;
Re-Certification

Superintendent

Demographics

Mare Mews and Informatian...
Departments

Scho

o

@Home Access Portal

Waelcome to the Electronic Registrar Online
Wialki County Public Sehool Systam (i this is not your distrier, click hare.)

Lagin Donthave a PIN? | Estgetyour PINZ

Usar 100

PN

User ID: Your Employee # (the number used to check your paystub on
the internet. If you don't know your Employee #, call the HelpDesk at
4-5700, and then press 1.

PIN: The last four digits of your social security number.

Click on the Login button.

Page 4 of 12




FAQ from Users

QUESTIONS | ANSWERS

3. Once logged in, click on the tab at the top of the page.
Search for a workshop by Curriculum (subject area), by Credit Type
(e.g. Reading, Technology, Standard, etc.) by Course Code (e.g.
MATH58514, by Title (e.g. Project Achieve), by Session (SRN) (e.g.
265851401), or by Date.

T g
T 5

|
Session Budget Code: ‘ v

Start Date From:| 1] o |
——

Advanced Search

Corrective Reading "R" SPEDG2101 Wed 08/06/08  Register

4. Click on the course title (e.g., Corrective Reading in picture above)
for which you want to register. This will take you to specific information
about the workshop.

Courss Information

(TR see0s2101

Hama Corrective Reading "R"
Deacription I this 3 sessson workshop. Special Education Teachess will leam to impsement & Direct Instruction remedial resding
program that stresses decoding skills and comprohonsion strategies

iCand

0472112008 06:00 AM

[T S 08D 112008 05,00 FM
Late Drop Staits

L

T Hane
[EEEETEEED. 2 or more dales within 3
mondhs wth follow-up

T Hane at
T Auence (100
(=TT Eheenll Millar
[En Newton
(e PR TR 03/06/2008 08:30 AM - 03:30 PM
DE/0772008 08:30 AM - 03:30 PM
09116/2008 04.00 PM - 05.00 PM

Credis Hours
180 18.00

ua Subs will be provided. No panial credit will be ghen. Paricipants must attend all sessions

Reg. Fee

1o receie cradit within the s1a development calendar year (by £730/09)

NOTE: More than one session of this workshop may be scheduled.
Scroll down on the right side of your screen to see ALL the different
Sessions. Select the session you want to attend and click on the
Register button.

You will see an immediate confirmation of your registration.

Registration for Session Successful Return to Catalog
Enrolled Wed Aug 06, 2008 08:30 AM - 03:30 PM Corrective Reading "R" SPED62101 286210108

Thu Aug 07, 2008 08:30 AM - 03:30 PM
Tue Sep 16, 2008 04:00 PM - 06:00 PM
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4. How do I find a There are 6 ways to search for workshops listed in the
specific course when eSchoolSolutions Course Catalog.
| don't know the
course code or After you log in to eSchools, click on the Course Catalog tab at the top
session reference of the page.
number (SRN)?

Home QTR RN My Current Schedule My Transcript My Profile My Progral

Search for district courses View Sc

|

Curriculum: ‘

Course Code or Title: |:|
E—
S

tart Date From: 7] o | B
g3 (MMDDAYYY) :I (MMDDAY YY) :I

Search for a workshop by:

1. Curriculum - subject area (e.g. Math, Art, Science, Leadership)

2. Credit Type - e.g. Academic Subject Area/Teaching Strategies,
Reading, Teacher Recruitment & Retention, Technology, Standard, etc.
3. Course Code - e.g. MATH58514

4. Title - e.g. Corrective Reading

5. Session (SRN) -e.g. 115851401

6. Date — 09/15/2010

Click on the Search button.

5. What if | have tried

everything and I still If you have tried all six search methods above and still cannot find the
can't find a specific course you want, please contact the person who is leading the course.
course in eSchools?
NOTE: Each school and Central Services department has a Staff
Development Contact who enters all course information into
eSchoolSolutions. They may have made an error when they initially
entered the course information.
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6. What workshops in

As of June 2010, “Teachers of grades kindergarten through twelve must

eSchools will meet complete three renewal credits in their academic subject areas,
the new Academlc_ including strategies to teach those subjects, during each five year
Subject Area” credit renewal cycle.”

requirement for
renewing my license? | Courses in eSchoolSolutions which meet this requirement will have one
of the following codes at the beginning of the Course Title: K-12, K-6, B-
K, M (Middle), H (High), S (Secondary) or TS (teaching strategies).

For example: “H: World Lit: New Explorations for High School
Readers” “TS: Positive Behavior Support Training Modules” or.

Special Education courses that meet the requirements will have one of
the following codes at the beginning of the course title: GEN (general
license), ADA (adaptive license), G/A (general and adaptive) or TS
(teaching strategies).

For example: “ADA: Alternate Pencils and Shared Readings for
Students with Multiple Disabilities” or “GEN Demystifying Math
(Elementary and Secondary)”.

Remember, that courses which do not have any of the codes in their
titles may still provide “Standard,” “Reading” or “Teacher Recruitment
and Retention” credits.

NOTES: This requirement affects only employees who are in the
classroom teaching at the time of their licensure renewal.

This requirement applies only to the area being taught at the time
of the licensure renewal.

ELEMENTARY TEACHERS: The academic content of the
elementary curriculum includes math, science, social studies,
English/language arts.

MIDDLE SCHOOL TEACHERS: If a middle grades teacher is
teaching two subjects, these 3 credits should be split between the
two subjects.

PE TEACHERS: Coaching clinics will NOT count toward this
requirement.
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7. I need to earn some
Reading credit. Log on to eSchools and click on the Course Catalog tab.

Ll wAKE COUNTYIIEEEE

PUBLIC SCHOOL SYST

What workshops can
| take?

In the Credit Type field, select “Reading Renewal Credits”

Credit type:
1-No Teacher Renewal Credit Offered

Select Academic Subject Area/Teaching Strategies Credit
"Reading Reading Credits
Credits" Standard Credits
Teacher Recruitment & Retention Credits
Technology Credits

Click on the button.

A list of courses offering Reading Credit will appear below. Click on the
Course Title for more information.

Search for district courses View Schedule Calendar

o —
| Reading Renewal Credits Vl
s

o [

[ s ovacon| :

Start Date From:l H_ To:l ” T
AT (MMDDYYYY) (MMDDAYYY) :I

| CouseCode S
3-5 Literacy Assessment READ10843 Tue 04/22/08 Register
Cooking Up More Excellence: Feast 2 for Elementary Teachers AGE06TS Tue 08/05/08 Register
Corrective Reading "R" SPEDE2101 Wed 08/06/08  Register
Cruise to Excellence: Wave 2 Steering the Course Instruction at AGE06B0 Mon 07/28/08 Register

Its Restl for MS Teachers

8. How can I verify that | | eSchoolSolutions sends an automatic e-mail message confirming your
am registered for a registration for a workshop (provided your e-mail address is listed in your
course? eSchools profile). If you do not get an e-mail message, please log on to

eSchoolSolutions and check your profile.

Check your current schedule by clicking on the | M Current Schedule | gay A
workshops for which you are registered will appear on this list.
Workshops will remain on this view until the last date of the session.
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electronic

ONLINE

Home ' Course Catalog T L Tl My Transcript | My Profile My Programs My Evaluations

eek\ Calendar View @ Monthly Calendar View i\ Self-Paced Sessions $ View Unpaid Courses

Chrys, welcome to your course schedule.
If you are on a waiting list for any caurses. you will be notified via email shauld those courses become available.

@

Click on the Session # link for detailed information on instructors, fees and credits. »

Click TLAB5004 Covey Training (7 Habits of Highly Effective People) 288500401
o Location §20/920 - Project Enlightenment

Drop
Date & Time Mon Aug 18, 2008 08:00 AM - 04:00 PM
Mon Aug 25, 2008 08:00 AM - 04:00 PM

9.

| completed a
workshop and it still
iIsn't showing up on
my transcript in
eSchools.

What should 1 do?

NOTE: Creditis awarded ONLY AFTER you have submitted the
on-line session evaluation in eSchools.

1. Be sure workshop attendance has been entered. Check with the
workshop instructor to see if they have entered the workshop
attendance.

2. If attendance has been entered, you must complete the workshop
evaluation to receive credit for the workshop. . Log in to eSchools

My Evaluations

and click on the tab at the top of the page. On the list of
workshops find the name of the workshop you attended.

*electronicr

Anonymous LEAD10288 150 Lunch and Leam F006-07 #8 - Where 261028501
in the World are we with PLC's?

180 Lunch and Leam 2006-07 #2 - What 261028301
Every WEPSS Emplayee Must Know

About Gangs

Central Senices Administrators’ Mestings 281029201
0607

Mon May 21, 2007

Evaluate  Anonymows LEAD10283 Tue Nov 07, 2006

Evnluate  Anonymous LEAD102%2 Wed Jun 06, 2007

Evaluate  Ananymous TLABSO1R ZEB501601 Fri Jun 15, 2007

Click on the word Evaluate on the left side of the Session Reference
Number. This will access the workshop evaluation.

Exit Help

Langford Qualty Tools

LSl My Evaluaticns

Ovacho for School Ad an Current Employ
11510 Most questions are
; 080877010 answered with a Liken
- iscale of Agreement
15 [ Chi B hy
o~ i o ) . 4 =Strongly AGREE
Thank you for providing leedback on this Your -m.f iy

anomymaus and will be used by the workshop facilitator(s) 1o improve this taining, Your eods 0o
mwardad after his on.lina evaluation I submitod. Plaase use the following scale of agreed s /o0 r chcree
ions 1.5, 7.10 812 aly AGREE. 3=agree, Z=disagree, T=strongly DISAGREE.)
= Your answers are anon yirous.
« Rosponses ace requied far avery itom
+ When finished, click Submit to record your evaluation

1 The trainingleaming cbjscties were cleary identified in 3 structured agends Chocse g
2 Tha traninglanming abjsctnes clasrly matchad tha ceurss asenption in aSehoals Choesa (3
3 A strong rabonale was prowded that explained the relevance of this trsming to my pob. Choose L3
4 The faciltatons) choarly connected the course content Lo cu carchirelevant data seurees Choose [
5 The training cortent cloady bull an my prior levl of knowhed s Chacse B2
For me. the most eflectie leaming mathods used in the trai e... (2.9. handouts, small
group/panner work, use of lechnology, think-pair-share, jigsaw actiites. coachmg. hands-on e, o o oo e
actiities. oppartunities to ask questions or get feadback. agenda. personal reflactions, etc § = QP:H;“__‘M‘

Al e M T g,

Complete the evaluation and click on the button at the bottom of
the evaluation. This will allow the workshop to be listed on your
transcript.
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10.When will credit be Credit for attendance at a workshop is awarded only after
awarded for a 1. the attendance has been entered into eSchools by the instructor,
workshop | attended? and

2. you have completed the workshop evaluation in eSchoolSolutions.
(See FAQ #9)

11.1 Wal?tgo Ieatd a No. The "Course & Session Proposal Form” should be signed by your
workshop at my supervisor/principal and submitted to the Staff Development Contact
school. (SDC) at your school or department.

Should I turnin a
Course & Session
Proposal Form to the

The Staff Development Contact will enter the workshop information into
eSchoolSolutions so that staff may register for the class.

THS B0X TORRSLEICUT B
anznems g

Office of Professional COURSE & SESSION PROPOSAL FORM S
REVIEED JANUARY 2010} - —
Devel O p m e n t at This fem show'd be compieded by the permon who poposes offering this cowse/session I
Crossroad S? Coordinator (25mom: Manager): e-mail: tet:
Instructor(s): e-mail: tel:
COURSE INFORMATION

1. Is this the first time this course has ever been offered? Yes/Mo I "No” whatis existing course code?
teHTYasT, wiat s pimary Comcutom CategoeyT fag Soienre Soecly Education),
1. 7 7mg? what Comicivum Categongifas) Hany, 0O pou want 3o Coss mismnce?,
1. Title of course:

3. Course Description: BE DESCRFTIVE T
Study masts Hgh Quaiy® standads.
LS RN Sy 5 g SR how
ditvary mathod, and whether ornot panisl Cmdt

15 SlEs SOV ATYR D R N SUlTRUMNSE SRS OMEAT OF DRI
2pmmed  Condnue descesion on aniher shast of paser

SEEEION INFORMATION
1. #seats: 2. Repistration Start Date: End Date:
3. Will this session be " Self-paced” j2ee paei: ¥Yes/Mo  I1f"Yes”, by when must it be completed?

e A W

12.1just attended a Complete the form "Prior Approval for Non-WCPSS Workshop".
workshop offered

outside of WCPSS T o

sppemval rondim B
wadkabspy sheen ganide of
(e_g . Nortel , NCAE’ PRIOR APPROVAL FOR NON-WCPS5 WORKSHOP fomg e

TRANESFER” CREDIT e e

NCAT, DPI, etc.) e e

i=ciuds wedkaliogs = NCCAT,
This foem showd be compisiad by the amaloyss who IS mouesing aasoval for the camoit acecwek mmme momoa,

#i=p 1: At leact 10 daye prior io the profeccional development acthelty, compiese Bhe hop of e foem and
qeesticns F1-8 and sobmit to wouor pinchoel or their desigres for apprvel and sigrabae

2isp 2: Afier the prossccional devslopment sstheily, amswer Questions for£9 on 8 Sepamte shzat of naper Resobmit Ss foem and o
Erswers. to 9 b owr pHnCnals Mparis o for Sral vesScation

Bl 3 Submit tis fomm (with verication signatunes) fo the =Echools Mansger af your schoolidepastment
o ehendance and credt into eSchotls a5 & Trasle” Credit

How can | get the
credit listed in my
eSchools transcript? Grtora or 2pprova

{1} Workshap must be provided by @ oreditie arganizabon.

{3} Amlzaming comam must B ratTid 10 YOUF CLTRM 123CTINg 3SHQNMET OF SCNOCMISDANMEM Imgrovemem pan.

{3 Noored sEmed fr Fave of any Wnd

{4 Remember: One 3spect Of MegN quaNty professional f=aming I e QURIEON (MAOrs Man 7 howrs of raning Over 2 O mars
days)

INBTRUCTIONE

Afier e enenk ey will enter

Namea: School/Dept: e-Mail -
Current Teaching Assignment’fob Tide:
License Expiration: Licensure Areas:

1. Title of Mon-WC P55 Waorkshop!Activity:

1 ,"“\ 'W—._,"\ g B mq\",\ Y Y

Submit the signed "Prior Approval” form along with proof of workshop

Page 10 of 12



FAQ from Users

QUESTIONS | ANSWERS

completion (e.g. your workshop certificate) to your Staff Development
Contact. She/he will enter the information into eSchoolSolutions so that it
will appear on your transcript as shown below:

Standard Renewal Credits

Qualifying.Org in Winston-Salem, Myers-Briggs Type Indicator 420 42.00 Feb 28, 2007
NC Masterclass Qualifying Program

13.1just began teaching

for WCPSS. Yes. Send a copy of your official transcript from your former employee

directly to the WCPSS Organizational Development at Crossroads.
) Handwritten information will not be accepted.
| earned professional

development credits | NOTE: Most former employees will not send this information unless

In-my previous requested by the employee. Our suggestion is to request that they send
district. the transcript directly to YOU, then you'll send a copy to Organizational

Development. Organizational Development will enter the credits from your
Can | get these former workplace into eSchools.
credits entered on my
transcriptin Print out a copy of your transcript to verify that all the credits were entered.
eSchools? And ALWAYS keep a copy of the transcript for your records!

. Required Documentation /
Type of Credits Given to

Copy of Official Transcript / to
Organizational Development &
Support at Crossroads 11

Official transcript from previous
Training during employment in | employer / to Organizational

a previous district — Development & Support at Crossroads
11

Certificate of Completion / to eSchools
Manager at your school or department

College or University
transcripted courses —

Credits from workshops outside
WCPSS such as NCCAT, DPI,
conferences, NASA, etc. —
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14.1just finished a class
at a
university/college.

Yes. Submit a copy of an official transcript from the institution to the Office
of Professional Development (OPD). OPD will enter the courses/credits on
your transcript in eSchools.

_Can l get_ the All university, college, or community college courses that are from
information entered | 5ccredited institutions and are in your certification area are automatically
onto my eSchools approved for credit toward licensure.

transcript?

Required Documentation /
Given to

Copy of Official Transcript / to
Organizational Development &
Support at Crossroads 11
Official transcript from previous
Training during employment in | employer / to Organizational
a previous district — Development & Support at Crossroads
11

Type of Credits

College or University
transcripted courses —

Credits from workshops outside
WCPSS such as NCCAT, DPI,
conferences, NASA, etc. —

Certificate of Completion / to eSchools
Manager at your school or department

15.I'm leaving my job Before you leave WCPSS, contact the Human Resources Department for
with WCPSS and a copy of your official transcript.
need a copy of my
transcript. You may also want to print out a copy of your unofficial transcript from
eSchoolSolutions before you leave. Log on to eSchools and click on the
Who can send it to tab.
me?

Type in the Date Range of your employment with WCPSS and click on
the Print Report button.

None
This is your professional developi tory. Select a date range below to display only that tim
Click the Certificate link next to 3 to view a certificate of completion for that course in a n ow.
Date Range: From (71012005 |7 | Te[o6/30/2008 || 7| [(Display | [ Print Rapo
L

(MM/DDM Y YY) MM/DDAY YY) Please enter dates on the left
or the system default will be used.
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